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1 Introduction

The purpose of the user guide is to provide information, procedures and instructions to help you
maintain an employee’s contractual information within the Trent HR system, including:

Work Hours

e Salary

e Working Pattern

e Funding

e Contractual Elements

e Extensions to Tenure
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1.1 Where to Find the Data

Most of the options listed can be located in the Positions area of the People module using
the following navigation path:

Navigate: Organisation > People (select the employee) > Employment >
Positions (select position)

I=) Position details
@ Mini explorer
® Reporting hierarchy
® Elements
® Rate codes
® Patterns
@ Element suspensions
® Contacts
® sddresses
® Job share positions
@ Probationary periods
= Position details
= Qcoupancy details
= Salary details
= Payscale values
= Hours and basis
= Position transfer
= Inhertance chart
= History
= Person photograph
= Asszign reporting manager
= Attach tax office

I%] Costing

) Terms & Conditions
=] Attachments

(&) User defined forms

|E) Process chaining
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1.2 Effective Dates

Whenever changes to position details are required, you must ensure that the effective date of
the change is entered. This is achieved in two ways and is dependant on the item being
changed.

e Using the Effective Date field in the Control Bar
e Completing the Start Date field in the relevant form

Once you choose the appropriate form for the change, Trent will wait for you to enter the
date in the Effective Date field in the Control Bar.

1.2.1 Using the Control Bar

e oy i
.' User narme: Hazel Turton _ I3 Confirm effective date
A, Today: Tue 27/03/2007 (lo1/04/2007_D el

Enter the required date and click on the ‘Confirm effective date’ option next to the field or
press Enter.
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2 Changing Salaries

For changes to salary, you need to ascertain whether the employee is being paid via a Payscale
(i.e. on a recognised grade) or a Spot Salary. You may then access the relevant form to make the

changes.

2.1 Payscale Salaries

1.
2. Enter the correct effective date
3.
4. Choose Employment, positions
I=l Employment
® Positions

@ Contracts

® Team membership
® Leaver information
® Reckonable service

L PRSI

5. Select the Payscale Values form

@ :iutharisation history
= Position details

= Qccupancy details
= Salary details
o Payscale values

= Position transfer
= Inheritance chart

With the University of Cambridge selected, click on Organisation explorer.

Select People and search for the person whose salary is being changed

6. The payscale values form will be displayed.
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Name: Miss Jenny M Bosten Job title: Clerk

?{ Payscale values : Clerk (Permissian to Fill Social security number: JWE356264 Pay ref: 10100525

granted) Pers ref: 10100525
Grade ll_gljministrative Assistant Grade 11 =]
Payment table [&ll non clinical staff ~|
FT Salary [012 - 26,470.00 =]
Protected | x|
Cwverride minimum | B3
Owerride maximum | =l
Grade payment table all non clinical staff
Grade minimurm 23,182.00
Grade maximum 20,002.00
Mext increment date | ]
Additional increment points |
Frotected rate of pay | I ;l
FTE value 1.00
Change reason | ;I
Save Delete

7. Select the Spinal Point (from the FT salary drop down box), and type in the next
increment date

@ Where the salary is within the normal range for the grade (i.e.within the
service band) the override maximum should be set to the grade maximum (i.e. the top
service point) and the FT Salary point will be less than or equal to the grade maximum.

Where the salary is within the contribution band the override maximum should be set to
the same point as the FT Salary point.

Where a personal bar is set the override maximum and the FT Salary point should be
less then the grade maximum
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8. Click the drop down arrow to the right of change reason and select the reason for the

change

Additional

increment

points

Protected
tate of pay

FTE value

Pro-rated
rate of pay

Change
re.ason

9. Click the

Acting Lp
Adrninistrative

Annual increment
Discretionary increment
Mewy Starter

Promotion

Reqgrading

Training prugressiun

Save

button

Delete !
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2.2 Spot Salaries

1. Follow steps above, but select the Salary Details form

@ :utharisation history
= Position details

= Ocoyna details
= Payscale values
= Hours and basis
=T Position transfer

2.  The salary details form will be displayed.

= e g : Name: Miss Jenny M Bosten Job title: Clerk
2{ ?:alljarw details : Clerk (Permissian ta Fill Social security number: JWE356264 Pay ref: 10100525
granted) Pers ref: 10100525

I i
Grade )

FT Salary |24,QDD.D|ﬁnnually ;l

Cwverride minimum | |

Override maximun |

Grade minirmnum
Grade maximunm

Protected rate of pay | | =l

FTE walue 1.00
Pro-rated rate of pay 24,900.00

Change reason | ;]

Save ' Delete .

3. Enter the salary in the FT Salary field and the select the frequency from the drop down
list.

4, Click the Save button.
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2.3 Post Re-Grade

Where a Post has been re-graded:

With the University of Cambridge selected, click on Organisation explorer.
Enter the correct effective date

Select Posts and search for the required Post

Select Payscale details

P w DN PR

& Search  Smart groups Advanced

II | Post =l 'f@'ﬁesults
Select Al

Post Linked to Status Post referenc

Live

77 Clerk |Cletical Assistants

4

Expand,/Collapse folders

I=D) Post details
@ Mini explorer
® Elements
® Rate codes
® Patterns
@ Element suspensions
® Contacts
® sddresses
= Post details
i Salary details

i Payscale values

A= Hours and basis
i Attach person
= Post transfer

= Inheritance chart

om Rl - Loy T L -\.’\-\.\_ e -L-bx_‘__.- PR
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5. The Payscale values form will be displayed

[ Payscale values : Clerk

| Grade 3 =l
Grade @@

Payrnent
table

FT Salary |

INatiDnaI Spire |

Pratected |

Crverride I
minimuIrm

Kl RN R Kl

Crvertide I
MaximmLIm

L]

6. Select the required grade

7. Clickthe . ~™  putton.
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3 Changing Post Title

With the University of Cambridge selected, click on Organisation explorer.
Enter the correct effective date

Select Posts and search for the required Post

Select Post details

> wn PR

Post details: Chief Clerk

Post |Chief Clerk
Start date 01/01/1200
End date change? [T

End date
Post reference 44389
Current status Live

Job share [~
Suspend from | ]
Suspend to | [
Probationary period | | =1
Location | 1

Structure group 1 ISEhDDI of the Hurnanities and Social Sciences »| 1]

Structure group 2 | ;I
Third party return details
Teacher [~

Save ! Delete !

5. Amend the Post title in the first field of the form

6. Clickthe ™ putton
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3.1 Changing Position Title

WD PR

With the University of Cambridge selected, click on Organisation explorer.
Enter the correct effective date
Select People and search for the person whose position title is being changed

Choose Employment, positions
| Employment

® Positions

® Contracts

® Team membership

® Leaver information

® Reckonable service

Select Position details

Position details: Chief Clerk (Divisional Adrministrator)

Job title |Chief Clerk (Div'sional Administral
Start date 11/11/1911
End date change? [

End date
Position reference 40824
Probationary period | | =10
Location | I

Cccupant Mrs Patricia A Bentley
Reparting unit Department of Engineering

Reparts to |Head of Departrment 5..
Professor Keith Glover (01,/01/1900 - )
Expected position end date | |:|
Expected position end reason | ;I
Structure group 1 |5|:h|:u:|I of Technology ;I 1
Structure group 2 | ;I
Position status
Position status |N|:| permission status j
T e T e e s e T IR S S

Amend the job title in the first field of the form (note that you can type more characters
than the display allows you to view)

Click the Save button
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4 Changing Hours

1. Select the Hours and Basis form from the Position menu
® :utharisation history
= Position details
= Occupancy details
= Salary details
= Payscale values
= Position transfer

= Inheritance chart
= History

2. The Hours and Basis form will be displayed

Hours and basis : Clerk (Permission to Fill granted)

Contractual Hours | 27 ool
FTE haurs | z7.00 ][

Post budgeted hours 3700 ][
annual weeks worked | sz.25 1T

Category IOffice Support/Secretarial

Basis |E5tab|i5hed -permanent x| ¥

Type IASSiStant C5 =%
Change reason | ;I
FTE details
Override FTE calculation [No override =l

FTE walue 1.00

Save

[

3. Enter the required changes to Contractual Hours.
4.  Select a change reason where applicable

Change reason | j

FTE details [(Career Break Scheme

Cwverride FTE calculation |Flesible working _
Graduated Return - Maternity
FTE wvalue |Graduated Return - Sickness
Organisation change

Unpaid Leave of &bsence

5. Click the Save button
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5 Changing Working Patterns

1. In order to change an employee’s working pattern, you need to click the Patterns option
from the Position menu. Select Working Pattern and choose the New — Pattern Details
form.

Type Pattern name | Start day
1 Allowance Pattern Mon-Fri default wWeek 1/ Day

I Working Pattern  [Mon-Fri default [Week 1 f Day

4
Expand/Collapse folders
[El Patterns

F—F Oz

"‘_J-:?::' -

= History
(D Process chaining

2. The pattern details form will be displayed.

Name: Miss Jenny M Bosten Job title: Clerk

Eattern detgilss hew Social security number: JW6856264 Pay ref: 10100525 Pers ref: 10100525

Level [Clerk |
Type |WDrking Pattern j
Pattern |Mon, Tues, Thurs, Fri |
Start day I'-Neek 1/Day 1 j

Start date |26/03/2007 |

End date | icee|

Save

2.  Select the appropriate position from the Level drop down box and select Working
pattern from the Type field

3.  Choose the new pattern from the drop down box on the Pattern field and add the
details for the Start Day and Start Date (if the start date is a Monday then the start day
is week 1/ Day 1, if the start date is a Tuesday, then the start day is week 1/ Day 2)

4. Clickthe ™ button.

Note that if you are setting this change up in the future, but your effective date at the top of the
screen is todays date, you will not see this change in the object pane. Use the History screen to

view your changes.
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@ Trent will automatically place an end date against the original pattern, and the
new one will be used from the start date entered. To view a history of the changes,
select the History option.

IZl Patterns
= Pattern details
A Mew - Pattern details

= Iliiitance chart

|2 Process chaining

History: Clerk [\Working Patterns] (Permission to Fill granted)

Effective date Working Pattern

26/03/2007 ¥ Mon, Tues, Thurs, Fri

07/02/2007 I Mon-Fri default
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6 Changing Permanent Elements

Elements are a part of someone’s pay and can include additional allowances or deductions. The
term permanent means that it is received/deducted on a regular basis.

6.1 Frequency

Allowances can vary in frequency, i.e. an allowance may be paid every month, every quarter or
even annually. However, the user will not need to worry about this as each individual element’s
frequency will be specified when the system is configured and hence the correct payment will be
made automatically.

Trent provides the option to enter “end dates” for allowances to ensure that payment is
automatically stopped at a particular point in time. As all allowances are date effective there is also
the added benefit that any back pay will automatically be calculated and paid during the payrun
following the entry of the allowance.

6.2 Attributing an element to a position

The element Basic Pay will be attached to the post and details will then be inherited down to the
post holder.

Sometimes a specific position will attract certain additional payments, (contractural elements).
E.g. Early Morning Supplement, Head of Department; and will be attached by the East Room

Elements specific to the individual will be attached on an individual basis by the Payroll Team after
the employee has been attached to the payroll. E.g Childcare vouchers

Permanent elements set up for a new starter by the East Room will be reviewed as part of the
Payroll process chain.
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6.3 Attaching elements

5. In order to change an employee’s permanent payment elements, you need to click the
Elements option and choose either:

¢ New — Element Details to add new elements
[Zl Elements

@ Cost code

= El
2= Mewr - Elernent detail
= Elernent account details
= Inheritance chart
= Histary

|2 Process chaining

e Element Details to view and/or amend existing elements
|=D Elements

= Elerment detail

= Elernent account details
= Inheritance chart
= Histary

|l Process chaining

6. Select the position from the Level drop down box (not the contract). As a general rule,
if the element is an allowance it will be attached at position level, whereas if it is a
deduction it will be attached at contract level.

Level

Start date

End date
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Element details : Training Co-Crdinator (NP

Mame: Miss Jenny M Bosten Job title: Clerk
Social security number: 1Wa255264 Pay ref: 10100525 Pers ref: 10100525

Level |Clerk |
Start date |01/03/2007 M
End date | ]
Elernent |Ti3 | Trairing Co-Crdinatar (MP) @&

Elernent type Payrment

Cash [450

Payment table { rate code | L”

Membership reference |

Save

7. For new elements, enter a start date. If the element is to be paid for a set period of
time enter an end date.

8. Select the element from the drop down box on the Element field. (NP stands for non-
pensionable). For existing elements enter the end date or change required.

0. For a cash based element enter the annual cash amount of the allowance in pounds
and pence.

10. Click the Save button.
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6.4 Element Costing
The element will be costed to the employees ‘home’ cost centre(s) as default.

If the element is to be to a different cost code than basic pay this needs to be actioned through
People > Payroll > Elements

1. With the University of Cambridge selected, click on Organisation explorer.
2. Enter the correct effective date

3. Select People and search for the required person

4. Select the Payroll menu

5. Select Elements

I=0 Payroll
@ Pay histary
Bank accounts

q
@ Temporary elements

@ Element opering balances
@ :ittach to payral

@ Payment methads
"‘.':WI_D[Q‘EKS--‘-\—-‘ b gt et

6. The existing elements for the person will be displayed. Select the element that requires
the costing to be changed.

11 Basic Pay 08/03/2007

% Training Co-Ordinator (Ne)j4s0.00] | [oy/ozge007

4

Expand/Collapse folders i

[=0 Elements
@ Cost code
= Elernent detail
A Mew - Elernent detail
= Elernent account details
= Inheritance chart
=7 Histary Q

(&) Process chaining
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11. Select Cost Code, and New — Cost code details (ele for contract)

|l Cost code

& New - Costirode details (ele for contract)
(2l Process chafch-:)ng

12. Select the Rule (there’s only one, UC1) from the drop down box
Cost code details: Mewr
Credit/Debit |Debit =]
Fule |UC1 ;I
Length 24

Cost code |

Percent |

Walue |

| ‘?I

Appartion costs |

Overtide [

Save

13. Fill in the Cost code for the element
14. Percent should be set to 100

15. Value is left blank in most cases.
This can be used if you wish to cost a set amount of a payment elsewhere (i.e.
employee gets £500 allowance and £200 of it is funded by another dept regardless of
whether the £500 changes)

16. Apportion costs is not used, leave this field blank

17. Override should be ticked as this then ensures that any additional values entered
against this element are costed to the same place (i.e. backpay)

18. Click the Save button.
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7 Changing Cost Details

In order to change costing details, you need to click the Structure Costing option in the Costing

folder.

1.
2.

Search for the relevant Post.
Select Costing

& Search  Smart groups Advanced

Bzt ret. 0. el Rl

Select all
Post Linked to Status Post refers

w o Clerk |Clerical &ssistants [Live

4

4

Expand/Collapse folders

|El Post details
@ Mini explorer
@ Elements
@ Rate codes
@ Patterns
@ Element suspensions
@ Contacts
@ tddresses
= Post details
= Salary details
= Payscale values
= Hours and basis
= Attach person
= Post transfer
= Inheritance chart
= History
B Create position
B Create post
=T Assign reparting ranager
= Attach tax office
= HESA details

+]j Costing

Copyright © 2007 University of Cambridge

Last Modified: April 2007

Page 21 of 36



Contractual Changes
GHRE

and choose either:
e New — Structure Costing to add new details

[=0 Structure costing

A New - Structure costing

e Structure Costing to view and/or amend existing elements

. Mame: Misz Jenny M Bosten Job title: Clerk
SHUCHEE. CosHng; Social security number: TWEES6264 Pay ref: 10100525
Pers ref: 10100525
Organisation
Crganisation default cost code ERROR

Rule
Rule name JUCL |
Level details
Mo, 1
Costing level |Structure |
Length 24

Cost code IU..&H..&HMD..&C.&.&.C.&.&J.DDDD

Percent | 100.000
Start date |02/04/2007 i
End date | ]
Save

3. When entering new costing details, the Rule name will always default to UC1.
“Structure” is the only choice for Costing level.
Enter the Cost Code, this must be 24 characters.

For example:
Dept Code Cost Centre Source of Funds Transaction Code Spare
U. MA. MABA. ABAA. ABAP. 0000

Or for Research Grants

Project Task Award Transaction Code
Code
AAAG/001. 01 RG12345. ABAE
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Enter 100 Percent and Start Date fields.
Only enter an End Date when there is a definitive end.

4. Clickthe “™®  putton
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7.1 Split costing

If the position is to be charged to more than one account

1. Enter the first cost code as instructions above

2. Open the Split form from the Structure Costing options
Il Structure costing
Fr Strcture costing

A Mew - Structure costing
= Inheritance chart
= History

IE) Process chaining

3. Enter the details for the second code and percentage and adjust the percent for the first
code in the box called “Split records”. The total % must be 100 at all times.

. Mame: Miss Jenny M Bosten Job title: Clerk
g;ﬁf‘tt”m Losting; Soial security number: TWEESE264 Pay ref: 10100525
Pers ref: 10100525

Organisation
Crganisation default cost code ERROR

Rule
Rule name |UC1 |
Level details
Mo, 2
Costing level |Structure |
Length 24

Cost code IU.K.&.K.&Q.&..&B.&.&..&.&.&.DDDD

Percent | 0|
Start date |02/04/2007 ]
End date | |:|
Split records
Cost code Percent Delete?
Mol U AH. AHMDLACAR, CL 50 r

Save
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4. Clickthe ™8 button,

If a three or more way split is required, split two ways first, then split the second costing and
so on. (You cannot split the first costing again)
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7.2

10.
11.

12.

To Amend Costing After Start Date

Set the effective date to be the end date of the current code (the day before the start
date of the new entry)

Select the cost line in the object pane which has the highest sequence number (This
will be the last line in the object pane)

Enter the end date for this costing

Start date 01,/04/2006
End date | ]

Save ! Delete -

) L
Click on the e button

Select the remaining code(s) from highest to lowest sequential number in turn and end
date each and save.

Navigate back to the post using the navigation trail to exit the screen.
Set the effective date to be the start date of the new costing.

Select the Costing menu and choose Structure Costing, New — Structure Costing.
Enter the first cost code with the same start date as the set effective date with 100%
allocation.

Click the Save button
Open the split form from the costing menu

Enter the next code with it's % and amend the first code % at the bottom of the screen
so that they total 100%

Repeat this process for each subsequent cost code required.

Note: Take great care when entering end dates for costing.

It is not possible to amend the end date once entered. To remove a costing end date you would
need to re-input it from the day after the original end date (the original end date then disappears)
To bring forward a costing end date, you would need to re-input the costing after the end date and
then put in the new end date.
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7.3 Retrospective Costing Changes

To View History

1.  Select the Post and choose History from the Post menu (do not use history from the
costing menu)

2. In the Group drop down box select Costing Levels.

History: Research Associate [Costing Levels]

Group |C|:|5ting Levels j

rtem  [RENTEAMEEG— -
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8 Changes to Tenure

When a position is created that has a fixed term tenure, an expected end date will have been
entered into the Expected End Date fields on both the Position Details and Occupancy Details
forms.

When this tenure requires extending you need to open these forms in turn and enter the new
expected end date and then click on the Save button.

o e Mame: Miss Jenny M Bosten Job title: Clerk
Position details: Clerk Social security number: JW5B56264 Pay ref: 10100525 Pers ref: 10100525

lob title |Clerk
Start date 07/02/2007
End date change?

End date
Position reference 70000016
Probationary period | | =1
Location | 1

Occupant Miss Jenny M Bosten
RFeporting unit Training

Reports to [Clerk =)

Ms Lousa May 1o =
Expected position end date |leD4,-’2EID? i

Structure group 2 | j
Position status
Position status |Permission to Fill granted =l
Effective from |07/02/2007 Ol
Third party return details
Teacher [T
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Occupancy details: Clerk (Permission to Fill
granted)

Current status Live
Occupant Miss Jenny M Bosten
Occupancy start 09/02/2007
Occupancy end

Doocupancy type |Standard j

Position occ, reference !41DE|E|D11

Expected occupancy end date |Dl,-’E|4,-’2E|EI? D

Expected occupancy end reason |End of funding ﬂ

End occupancy? [

Save

Name: Miss Jenny M Bosten Job title: Clerk
Social security number: JWE356264 Pay ref: 10100525

Pers ref: 10100525
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8.1 Changing Permission to fill status

A position reference number is automatically generated by Trent when a position is created. Also
the permission to fill status will automatically be set to Permission to Fill granted for a new position.
Subsequently where the position status requires changing:

1.  Select the position.
2. Select position details
3. Click the drop down arrow to the right of Position Status.

Position status

Position status |

Pending Authority
Mo permigsion status

Held in abeyance

Held vacant to create savings
Permission 1o Fill granted

Third party return details

Teacher

4, For a new position the position status will automatically be set to permission to fill
granted. When the position status is changed to permission to fill on the strength of a
letter from the Resource Management Committee section, the letter reference number
("ACD reference") is to be put in the Change Reason box.

Position status

Position status IPEFmiSSiDﬂ to Fill granted j {pending
autharisation)

Effctive from |01/01/2006 M

Change reason

Note: No permission status and Pending authority position status are used for migration
purposes. Held vacant to create savings is equivalent to VH in SECQUS. Held in
abeyance is used for Senior academic promotions.
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8.2 Position Summary Screen

The Position summary screen provides a means of viewing position information all together in one
place.

1. Select the position and choose position summary

= ﬁSuppDrt Posts
= &= Clerical Assistants

= &= Clerk
= # Clerk (Permission to Fll granted)
& Miss Jenny M Bosten
¥ 22 Clerk
* =2 Clerk
= .

Expand,/Collapse folders

= Attach person

= Position transfer

= Inheritance chart

= Histary

= Person photograph

B Create position

= Team membership details
= Assign reporting ranager

GO Position surmrary
= Posmion IRHertance summary

2.  The position summary screen will be displayed.
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Position summary: Clerk

Position details
OCcupant Miss Jenny M Bosten
Job title Clerk
Position reference 70000016

Occupancy start 09022007
Ocoupancy end
Expected occupancy end date
Expected position end date
Location
Crganisation unit Training

Position status | Permission to Fil granted =l

Effective from |07/02/2007 A

* Reporting manager

+ History

+ Category, Basis and Type

L

L PR W
B i 1 B i T S _\ﬁ_“ - = 'mw—q-’ Sy

3.  To view specific details click on the expand icon *

* Reporting manager

= Reporting manager
Feporting manager Ms Louiza May
Repaorting position Clerk
Reporting manager unit Training
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9 Personal Details

Personal details are obtained in the first instance from the New Appointment Request Form
CHRIS/10 and the Certificate of Acceptance CHRIS/20. Changes to these details can then
subsequently be made as necessary. These details cover changes to personal details that have
contractual issues.

9.1 Adding Key Date details

1. Use the search facility to locate the person whose details you wish to maintain
or if already working with the correct record use the navigation trail to return to the
people menu

2.  Select T keydatedetails  from the Action pane
The key date details form will be displayed

Hame: Mr Charlie Brown

Key dates: hr Charlie Brown Pers ref: 30000031

Personal

Date of hirth B
Age
Date verified
Expected retirement date

Basizs [{SE=TlE =)

Ane fyears)
Ane (months)
Date

Organisation

Start date |04/08/2006 EH

Length of service 0year(s) 0 month(s)

Leaving date

Reckonable service date | ]

Length of reckonable service
Lastwaorking day

Re-employable [©

Save

3. Enter Date of Birth. This can be obtained from the CHRIS/10 or CHRIS/20
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4. Enter expected retirement date. Select “Date” from the Basis drop down list and input
30 September of the academic year in which the individual turns 65
(Unestablished/Assistants) or 67 (Established)

5.  To save calculating this date first enter expected retirement date basis of Age and type
in 65 if an unestablished or assistant position or 67 if established.

Personal
Date of birth [21/06/1989 FH
Age 37 wear(s) 8 ronthis)
Date verified | |:|
Ezpected retirement date
Basiz |ﬂage =l

Lge (years) IEE

Age (months) |III
Date 20/06/2034

) L
6. Click on the ave button

Exzpected retirement date
Basis IDate ;I
Loe (years) 65
Age (months) 0
Date |20/06f2034 ]

7.  This will automatically calculate the correct year, for those people with a birthday on or
before 30" September which can then be manually changed to the 30" of September
for that academic year. For those birthdays after 30" September, the year will need to
be changed to the following year.

Expected retirement date
Basiz |Date =l
Age (years) 69
Age (rmonths) 3
Date |30/00/2024 ]

Enter this date and click on the Save button.

8. Enter Reckonable service date. This will be the same as the organisation start date
except where an employee is joining under TUPE conditions or some other
arrangement where previous service is to be recognised. This field must be completed
for reporting purposes and Trent will not pick up the organisation start date if it is left
blank. For a student reckonable service should not be entered.

9. Clickthe ™  putton
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9.2 Miscellaneous Details

Miscellaneous details provides summary details of expiry dates of passport, visa, work permit and
residency permit. If you change the latest date(s) on this page, then the date(s) displayed on the
relevant details page will also be changed and vice versa.

9.2.1 Amending miscellaneous Details

1. Use the search facility to locate the person whose details you wish to maintain or if
already working with the correct record use the navigation trial to return to the people
menu.

2. Select & Miscellaneous details
The miscellaneous details screen will be displayed

Mame: Miss Libkby Bush

Miscellaneous details: Miss Libby Bush oo o) cocurity number: NHOO04SE54 Pers ref: 30000018

Correspondence
Language of carrespondence IEninSh ;I
Right to work
Status |Yes =l
Passport
Expiry date [25/07/2011 ]
Visa
Expiry date | ]
Work Permit
Expiry date | i
Residency permit
Expiry date | i
Driving licence
walid unti | i
Yehicle insurance
walid unti | i

Date verified

Save

3. Enter the appropriate changes for the employee

4. Clickthe ™ button.
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9.3 Occupancy details

Where a persons employment for the University is dependent upon having a visa, work permit or
residency permit, the expiry date of these documents should be recorded on the appropriate form

and also the date of expiry should be recorded as the expected occupancy end date.

1. Use the navigation trail to return to the people menu

2. Select Employment, Positions

=0 Employment
® Positions

3. Select Occupancy details and enter the effective date
The occupancy details form will be displayed

Dccupancy details: Clerk

Mame: Misz Libby Bush Job title: Clerk
Social security number: NHI045634

(Perrniszion to Fill granted) Pers ref: 0000015

Current status Live
Occupant Miss Libby Bush
Occupancy start 01022007
Occupancy end

QcCupancy type |5tandard ;l

Pasition occ, reference |

Expected accupancy end date |IIIEu,r 102008 |:|

Expected occupancy end reason I‘JiSafF'aSSr:uDrt j

End occupancye

Save ! Delete !

4, Enter the expected occupancy end date as the same date as the visa/work permit or
residency permit expiry date and expected occupancy end reason as Visa/Passport

5. Click the Save button.
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